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OFFICE OF PERSONNEL MPMCBANDUM NO. 20-802-2

SUBJECT: Determirdng and Recording In- and Quit-Casual Status of
sployees

1. General:

The Processing and Records Division (PRD) is responsible for
esteblishing and maintaining necessary records concerning staff employoes
who are assigned to positions on forelgn £isld tables of organization

- {T/0) but who are in an in- or out-casual status for training, transporta-

tion, or similar purposes.
2. Definitions:
a. In-cesual

in employee who continues to encumber a position on a foreign
field T/0 after having returned to the United States on & permanent
change of station {PCS), _

b Out=casual -

An empleyee who is assigned %o 8 position on a forelgn field
T/0 but is actvally performing duties or training in the United States
or has not daepsried from the continental U. S, for his overseas
asalgnment. .

3. Procedures:
a, Identification of In-casuals:

{1) Central Proceasing Branch (CPB) will initiate Form No.
37-200, INe AND OUT-CASUAL STATUS RECORD, (attachment) for sach
in-casual who reports to headquarters and will transmit this
form %o Transactions and Records Branch (TRB) in triplicate.

{2) TRB will record tha individuslis status as in-casual
in the Pesiticn Conirol File, and distribute the Form No. 37=200
zg follows: ‘
| (a) Original - Official Personnel Folder

(b) One copy =~ Machine Records Division, Office of
Gomptroller
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te} Oms copy = Finenee or Fleaal Division,; Offize
of Comptioller, as sopropiste

Copies for distrionilen 15 ke Office of Comptyo)ler
will be forwarded dally by transidttsal memorands
addreesed to the appropriuie Divieiens.,

ba Rmmﬂ fron To-pasuel Stabuss

Upon receipt of an approzriate jerscanel azbion, TRB i1l
lndicate removal of an emlayee {ran is-cssusl sbetug by initiating
Form Roo 37-200 in triplicate. This coange Wil be recorded in the
Poglticn Control ¥Fils and the Form Ho. 37-200 disivibubed aus Inddosted
in parsgraph 38(2), abeve,

¢ Idenfification of Out-casusiss:

Upon receipt of an appropriabe pernotnal petion ef et Luy
appointuent or renselzmment $o & bosition on a Loreign risld /0,
IRB will iniidake Fome No. 21-200, in Miplicate, Plaging the
individnal in an ouvtecesual status. This shempe w11l be ratcrded
in the Posltion Comtyol File aud the Form ¥oo 37-200 distribuied
88 Indloated ix parsgraph 38(2) » @hova,

do Feanovsl fran Oub-gmzual Statuge

When TPB has established a defindts dote of departars froam
the continentsl. United Stntes » Form Bs. 37=800 w311 oe ecoupleted,
in triplicate, selting the date of wemove)l frgn sub-casusl sbatus aw
the date of dsparturs from the conbinentel Urdtsd States, Thig
changs will be recorded in the Positien Costrel File and toe Pexa
oo 37-200 distriduted as indicated in netazrsh 3m(2), abovs,

B, Reportings
#o. Ths Plarming snd Anelysis Staf {23} %111 compile a "aport
23 of the snd of eueh calendar nontn includiag the follmriog informie
‘“lon on casusls for Offises of the Deputy Divscbors {(Adnivisteation),
{Intelligence), end (Plans) s the Ufffce of Jowmunicetions, thi: Offioe
of Traiaing end the Office of Parsomanl;
7o

(1} 4 mecuine records list of in-emaunls, indicating nane,
organisetion, and beglmning date of In=chrunl ghetuns,

(2) A machine records 1ist of wrb=saseele, indiseling neme,
orpanization, and beglwing date 22 cub-casnal shatun .

bo  These reports shall be distribuased ag £53lemng
{1} Zomilets report to the iu=intant Mirestor for Pevasmel

{27 Conliebs vepert 4o tha Chin?, FRD
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{3) One sopy oi theb poriion of the raport lzamaming his
cappactive Jjurisdiction 0 each of the following

Daputy Directors (administration)s (Intelligense) and
(Plans) , :

pspiztent Dirvestor foe Gomnunieations
Director of Teaining

25X1A

v Assistant Dirsotar
for Persommel.
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